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NOI DUNG MON HOC

GIOT THIEU BO UNG DUNG VAN PHONG

SU DUNG MICROSOFTWORD SOAN THAO VAN BAN
KY THUAT GO BAN PHIM

CHIA SE VA CAI BAT THONG SO TRONG MSWORD
DINH DANG VAN BAN

TRON THU

IN AN VAN BAN.

GIOT THIEU PHAN MEM XU LY BANG TINH

SU DUNG MS EXCEL DE TAO BANG TINH

PO THI VA IN AN BANG TINH

GIOI THIEU UNG DUNG TRINH CHIEU

SU DUNG MS POWERPOINT BE TRINH CHIEU
GIOT THIEU CAC UNG DUNG VAN PHONG KHAC
TIM KIEM THONG TIN TREN INTERNET

SU DUNG E-MAIL TREN OUTLOOK EXPRESS

HOI THOAI INTERNET
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MUC TIEU MON HOC

TRUGNG CAD DANG NGHE
+ Kién thuc (K):
& Hiéu va thao tac dudc cac céng cu trong bd phan mém Microsoft
Office hoac phan mém ma nguon md Open Office.
& Hiéu biét phan mém x{r ly van ban (Microsoft Office Word hodc phan
mém ma ngudn md Open Office Writer) dé soan thao van ban.
& Hiéu biét phan mém xur ly bang tinh (Microsoft Office Excel hodc
bang tinh trong OpenOffice Calc) dé tao bang tinh dién tlr, x{r ly tinh

toan nhiéu loai dir liéu khac nhau.
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‘ =3 MUC TIEU MON HOC
TRUGNG CAD BANG NGHE
e Kién thdac (K):
< Hiéu biét phan mém trinh chiéu (Microsoft Office PowerPoint hoac
trinh dién trong OpenOffice Impress) dé thiét ké cac bai bao céo,
thuyét trinh, gidi thiéu san pham dich w, ...
<*Thanh thao van dung ky thuat tim ki€m Internet phuc vu cong viéc va
hoc tap.
<Cai dat, cau hinh trinh duyét E-mail, quan ly hop E-mail. Thanh thao
s’ dung dich vu E-mail.
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MUC TIEU MON HOC

TRUGNG CAD DANG NGHE
+ Ky nang (S):
& Soan thao va trinh bay van ban theo tiéu chuan
& Thiét k& bang tinh dién tir, tinh todn xur ly s6 liéu, tao biéu do.
4 Tao cac bang trinh chi€u chuyén nghiép két hgp cac thudc tinh: van
ban, &m thanh, hoat hinh va dinh thdi gian trinh dién tu dong.
4 Thanh thao trong véc tim ki€m thong tin trén internet, s& dung email

cac dang: Web mail va trinh duyét mail chuyén dung
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TAI LIEU THAM KHAO

TRUGNG CAO DANG NGHE

+ Giao trinh Tin Hoc Van Phong cua KS Hoang Hong, NXB
Thong Ké

¢ MOS.2010.Study.Guide.for.Microsoft.Word.Excel.Po
werPoint.and.Outlook

+ Giao trinh Microsoft Word 2003 cua nhom tac gia Dan Tri —
Viét Hung, NXB Hong buc

+ Giao trinh Thuc Hanh Microsoft Excel XP cua nhom tac gia
Dan Tri — Viét Hung, NXB Hong Buc

+ Giao triqh Microsoft PowerPoint 2003 Toan tap cua nhom
Phat triéen phan mém Ung duns HSSV, NXB Giao Thong Van
Tai
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TRUGNG CAO DANG NGHE KE’ HOACH BAI GIANG

+ TOng gid 1én I18p: 45 gig, 10 ca (20 budi)
& Ty 18 LT/TH: 1/2
4 Thdigian: TU ....../....../2011 - .......... T /2011
+ Kiém tra dinh ky (diém trung binh KTBK >=5.0):
& L3y diém KTDPK 1 : 2 thdi luong MH (Ch&dm 10 bai tép/20)
& L3y diém KTDK 2: Tham dinh BTL (60%)+ cham 10 bai tap con lai/20
(40%)
& Lam va ndp bai tap bat budc tai I6p: 20 bai tap/45 giG (>=2 bai/budi)
phuc vu cho 18y diém KTPK 1, 2
& Cong bd diém KTDK cho sinh vién vao budi cudi
+ Thi két thuc mon:
4 Hinh thic: Trac nghiém
4 Thoi gian: 50 cau/60 phut
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S&ace PHUONG PHAP HOC TAP

TRUGNG CAO DANG NGHE
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sﬁace n
RIS CA0 BN ERE QUY DINH HOC TAP

Tat chudng dién thoai Lang nghe

a2

e Ns g N bong gop y kién Khong hat thuoc
Hoi lai nhung gi va chlga sé kinh trong 16p hoc
chua hieu nghiém
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t—l LEARNINE BY DOI
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